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FOREWORD

The Federal Aviation Act of 1958 empowers the
Administrator to provide the necessary facilities
and personnel for the regulation and the protec-
tion of air traffic and for the training of employees
to perform this function. This handbook contains
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criteria for planning, conducting, and administer-
ing the training of Air Traffic personnel who oper-
ate the air traffic system bassd on the require-
ments necessary to maintain a proficient Air Traf-
fic staff.
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Chapter 1.
INTRODUCTION

Section 1.

1. PURPOSE

This order conveys instructions, standards, and
guidance for Air Traffic managers in the adminis-
tration of Air Traffic training.

2. DISTRIBUTION

This order is distributed to selected offices in the
Federal Aviation Administration (FAA) Headquar-
ters, Regional Headquarters, FAA Technical
Center, the Mike Monroney Aeronautical Center,
all Air Traffic Field Offices, the FAA Academy, all
International Aviation Field Offices, and interest-
ed members of the aviation public.

3. CANCELLATION

Air Traffic Training Handbook, FAA Order
3120.4F, and GENOT's 4/183, 3/95, 3/4, 2/92, and
9/77 are canceled. In addition, all waivers previ-
ously granted for deviation from Order 3120.4F are
canceled upon the effective date of this order.

4. EXPLANATION OF CHANGES

This handbook has been extensively revised and
reorganized based on field input to improve its
utility. There are also several major policy
changes as well as numerous editorial changes
(EC). Because of this, each paragraph is listed and
briefly discussed below.

a. 1. PURPOSE — Adds instructions for deal-
ing with conflict with other directives.

b. 2. DISTRIBUTION — EC.

C. 3. CANCELLATION — EC.

d. 4. EXPLANATION OF CHANGES — Re-
written.

e. 5. EFFECTIVE DATE — Date changed to
6/1/86.

. 8. AUTHORITY — Changed from “‘criteria”
(rescinded). Rewritten to describe role of the Secre-
tary of Transportation.

g. 7. RESPONSIBILITY AND DELEGATION
OF AUTHORITY — Describes National Air Traffic re-
sponsibility and authority in training.
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h. 8. DEFINITIONS AND WORD
USAGE —
(1) Consolidates definitions from other para-
graphs.
(2) Adds definitions for Computer-Based In-
struction, Operational Position Standards, Train-
ing Administrator, Air Traffic, Instructional Pro-
gram Guide, and Tape Talk Program.
(3) Deletes definitions for Government and
non-Government out-of-agency training.
. 120. POLICY — Old paragraphs £8-59.
No change.
IR 130. RAPCON OR RATCF TRAINING —
Old paragraph 65. No change.
k. 200. IDENTIFICATION OF TRAINING RE-
QUIREMENTS — Incorporates parts of old para-
graphs 16 and 30 to clarify national responsibilitiés.
L 220. NATIONAL SUPPORT — Adds new
policies.
m. 221. REGIONAL SUPPORT — Old para-
graph 25b, EC.
n. 222. FAA ACADEMY SUPPORT — Old
paragraphs 40-42 with EC's.
o. 230. ADMINISTRATION — New. Requires
full use of training resources.
p. 231. TRAINING COURSE POLICY — New.
Refers to FAA Order 3000.6 for guidancce.
q. ~ 232. INSTRUCTIONAL PROGRAM
GUIDE — New. Describes role of the IPG.
r. 233. TRAINING EVALUATION — Old para-
graph 30. Rewritten, EC. A
8. 300. GENERAL — Old paragraph 75. Re-
written to describe general supervisory responsibil-
ities.
t. 301. AIR TRAFFIC MANAGER — Old para-
graph 78. Rewritten. Adds new responsibilities.
u. 302. TRAINING ADMINISTRATOR — Olid
paragraph 77. Rewritten. Adds new responsibilities.
V. 303, FACILITY TRAINING STAFF — New.
Establishes staff responsibilities.

w. 304, AREA MANAGER — Old paragraph
79. Adds new responsibilities.
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X. 305. AREA SUPERVISOR — Old para-
graph 78. Adds new responsibilities.

y. 308. OJT INSTRUCTOR — New. De-
scribes teaching role of the OJT Instructor.

2 307. DEVELOPMENTAL SPECIALIST —
New. Describes learning role of developmentals.

aa. 400. THE TRAINING REQUIREMENT —
Old paragraph 100. Rewritten to incorporate provi-
sions of FAA Notice 3120.72.

bb. 420. THE TRAINING REQUIREMENT
Old paragraph 115. Rewritten; rescinds 40 hours
proficiency requirement, and replaces with locally de-
veloped proficiency training programs.

cc. 421, TRAINING DEVELOPMENT — Old
paragraph 118. Rewritten to describe training de-
velopment methods.

dd. 422, REFRESHER TRAINING — Old
paragraph 117. Rewritten; rescinds 16 hours re-
quirement, and conveys new required subject matter
areas.

e8.  423. SUPPLEMENTAL TRAINING — Old
paragraph 118. Rewritten for simplification.

ff. 424, REMEDIAL TRAINING — OId para-
graph 119. Rewritten for simplification.

gg. 500. POLICY — OlId paragraph 140. Re-
written to incorporate FAA Notice 3120.75.

501. APPLICATION — (See paragraph

500)

502. REQUIREMENTS — (See paragraph
500)

503. DIFFERENTIALS — (See paragraph
500)

hh. 600. GENERAL — OId paragraph 150.
Rewritten. Provides instruction for entries in training
records.

. 601. REQUIREMENTS — Old paragraph"

4 151. Rewritten. Adds provisions for personnel who
* have not been certified for more than 1 year.

1 700. GENERAL — Old paragraph 125,
No change.

kk.  720. OVER-THE-SHOULDER PERFORM-
ANCE EVALUATION — Old paragraph 135. No
change. Old paragraph 1386, deleted.
. 8 800-1289. — New Chapters 8-12 added,
~ reserved.
- mm. 1300. POLICY — Old paragraph 160.
Reviritten for clarity.
. nn. 1301. RESPONSIBILITIES — Old para-
- graph 180a. Rewritten for clarity. Adds Academy In-
structions.
. oo, 1320. TRAINING RECORDS AND RE-
t PORTS — Old paragraph 160b. Rewritten for clarity.
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pp. 1321. RECORDING TRAINING — OQid
paragraph 182. Rewritten for clarity.

qq. 1322. DISPOSITION OF RECORDS AND
REPORTS — New. Describes procedures for
records and reports disposition.

rr. 1323. FORMS AVAILABILITY — Old para-
graph 163. No change.

ss. Appendix 1. INSTRUCTIONS FOR COM-
PLETING FAA FORM 3120-1 — New. Reserved.

tt. Appendix 2. REFRESHER TRAINING —
Reserved; being rewritten.

uu. Appendices 3 and 4. — Old Appendices 1
and 2. No change.

5. EFFECTIVE DATE
This order is effective June 1, 1986.

6. AUTHORITY

The Federal Aviation Act of 1958, as amended
by the Department of Transportation Act of 1967,
authorizes the Secretary of Transportation to pro-
vide necessary facilities and personnel for the pro-
tection and regulation of air traffic. The Secretary
of Transportation is further authorized and direct-
ed to prescribe air traffic rules and regulations
governing the flight of aircraft, for the navigation,
protection, and identification of aircraft, for the
protection of persons and property on the ground,
and for the efficient utilization of the navigable
airspace including rules as to safe altitudes of
flight and rules for the prevention of collision be-
tween aircraft, between aircraft and land or water
vehicles, and between aircraft and airborne ob-
jects. Also, the Secretary of Transportation is em-
powered to conduct a school or schools for the pur-
pose of training employees in those subjects neces-
sary for the proper performance of all authorized
functions of the Federal Aviation Administration.

7. RESPONSIBILITY AND DELEGATION OF AU-
THORITY

As directed by the Associate Administrator for
Air Traffic (AAT-1), the Director of the Air Traffic
Plans and Requirements Service (ATR-1) is respon-
sible for Air Traffic training. By order of the Di-
rector, all persons involved in Air Traffic training
shall comply with this order. The Manager,
System Plans and Programs Division (ATR-100), is
delegated authority in all matters related to the
training programs and policies described in this
order. Supplemental changes and requests for
waivers to programs and policies transmitted by
this order must receive prior approval, through
written requests to ATR-100. If a conflict arises
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between the contents of this order and other FAA
issuances, managers shall request clarification
from ATR-100 through their Air Traffic division.
The FAA Academy should request any needed
clarification from ATR-100.

8. WORD USAGE AND DEFINITIONS

a. Word Usage.

(1) Shall is used when an application of a pro-
cedure is mandatory.

(2) Shall not means prohibited.

(8) Should means recommended.

(4) May means permitted.

(5) Will is used only to indicate futurity and is
never to be used to indicate a requirement.

b. Definitions

(1) Air Traffic. This term refers to the Head-
quarters Air Traffic organization.

(2) Centralized Training. Agency training con-
ducted at a location other than the participant’s
regularly assigned facility; ie., FAA Academy,
Management Training School, etc.

(3) Classroom Training. Instructional presenta-
tions or programmed self-study units administered
away from operating positions.

(4) Computer-Based Instruction (CBI). An in-
structional delivery method using interactive com-
puter technology. (See FAA Order 3020.1)

(5) Cooperative Education Training Program.
A work/study program which provides students
with training and work experiences in conjunction
with related study at a univerisy or college which
prepares them for entry into developmental train-
ing. (See Chapter 9.)

(6) Correspondence Study. A program conduct-
ed primarily by self-paced lesson plans. It is de-
signed to complement other agency training pro-
grams; e.g., advanced training on new systems, re-
fresher training, and supplementary instructions
for on-the-job training programs. It is also used as
an integral part of individual career progression
plans. (FAA Order 3110.2)

(7) Currency. Meeting the prescribed minimum
time requirements which are prerequisite to main-
taining proficiency. (See Chapter 5.)

(8) Facility Training. Training conducted at
the employee’s regularly assigned duty location.

3120.4Q

(9) Instructional Program Guide (IPG). A docu-
ment which outlines required course content for
certain National Air Traffic Training Prograns.
(See Chapter 2, Paragraph 232.)

(10) Laboratory Training. Training conducted
by use of job simulation techniques; i.e., nonradzr,
DYSIM/ETG.

(11) On-the-Job Training (OJT). Training con-
ducted at a worksite by the supervisor or designee
(certified OJT instructor) providing direct experi-
ence in the work environment in which the em-
ployee will be performing.

(12) Operational Position Standards. The uni-
form method of position operation which requires
standardization of instruction, certification, per-
formance, and evaluation.

(13) Out-of-Agency Training (OAT). Training
which is conducted, contracted for, or otherwise
obtained from sources other than the FAA for

agency or agency-controlled personnel. (See FAA
Order 3000.6.)

(14) Predevelopmental Training Program. A
training program which is designed to prepare pre-
developmental specialists to enter developmental
training. (See Chapter 9.)

(15) Proficiency. Knowing, understanding, and
applying air traffic procedures in a safe, orderly,
and expeditious manner.

(16) Proficiency Training. Proficiency training
is a combination of refresher, supplemental, and
remedial training conducted to maintain and
update the knowledge and gkills necessary to
apply air traffic procedures in a gafe, orderly, and
expeditious manner.

(17) Qualification Training. Training conduct-
ed for the purpose of developing the knowledge
and skills required to qualify specialists for certifi-
cation on positions of operation within an air traf-
fic facility. (See Chapter 8.)

(18) Self-Study. A training situation wherein
the study/learning is accomplished by the individ-
ual.

(19) Tape Talk Program. Refresher training
utilizing tape reccrders/voice-activated equipment
for recording controllers in live traffic situations
to improve performance.

- 3
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(20) Training Administrator. The individual
authorized by FAA Orders 1100.123/126/146 or
designated (in writing) by the facility Air Traffic
manager who serves as the facility trainirg man-

8/1/08

ager. This could be the assistant manager for
training, training specialist, area supervisor, full
performance level controller, or other specialist.

9-119. RESERVED
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3120.4Q

Saction 2. TRAINING OF NON-FAA PERSONNEL

120. POLICY

Orientation or familiarization training may be
provided at facilities to persons not employed by
the agency, provided agency budgetary require-
ments are met. The scope of such training will be
based upon the requirements of individuals cr
groups requesting this training, consistent with

the workload and security restrictions which may
exist. Training of non-FAA personnel will be pro-
vided in accordance with agency agreements or
memoranda of understanding. (See FAA Order
3000.6.)

121-129. RESERVED
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130. RAPCON OR RATCF TRAINING

1t is of national interest that military radar con-
trollers have diversified radar training in order to
become more fully qualified for further assign-
ments. Military personnel assigned to jointly
staffed RAPCON or RATCF facilities are to be pro-
vided training on the radar control positions under
FAA supervision.

a. To participate in radar control training, mili-
tary personnel must possess an appropriate certifi-
cate (AC Form 8060-1, FAA Form 7220-1, or AC
Form 8080-2). Participants are expected to qualify

6/1/08

Section 3. TRAINING AT FAA/DOD FACILITIES

in the same manner as FAA personnel. To remain

current and proficient, military personnel must
meet FAA requirements.

b. Such training shall be documented in the
Training and Proficiency Record, FAA Form 3120-
1. Al military participants who have successfully
completed the training program shall receive ap-
propriate FAA certificates and ratings and are
qualified to be assigned to control positions under
general supervision.

131-199. RESERVED
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Chapter 2.

3120.4G

ADMINISTRATION OF TRAINING

REQUIREMENTS

Section 1.

200. IDENTIFICATION OF TRAINING REQUIRE-
MENTS

a. The Office of Personnel and Technical Train-
ing, Air Traffic, regional offices, and field facilities
with the support of the FAA Academy are respon-
gible for a continuing review of air traffic control
specialist job functions and training requirements.
Noted changes in specialist job functions shall be
forwarded to Air Traffic.

b. The identification of National Air Traffic
Training requirements is the responsibility of the
Office of Personnel and Technical Training, Air
Traffic, regional offices, and field facilities with
the support of the FAA Academy. It is recognized
that national requirements represent a common
need; therefore, it is important to provide a means
to identify, document, and communicate such re-
quirements for consideration nationally.

¢. The following steps shall be followed in the es-
tablishment of requirements for new Air Traffic
training programs, courses, materials, equipment,
etc., or modification of any of these to meet identi-
fied training requirements:
(1) Air Traffic personnel shall give continuing
consideration to the identification of new training
requirements as described above. Any requirement

NATIONAL TRAINING REQUIREMENTS

thus identified shall be transmitted in the form of
a training proposal through established adminis-
trative channels to Air Traffic. The Training
Handbook, FAA Order 3000.6, prescribes the ap-
propriate format and requirements for develop-
ment of training proposals.

(2) Regional Air Traffic divisions shall review
the proposal and make appropriate recommenda-
tions.

(3) Air Traffic shall review training proposals
in light of possible National Air Traffic Training
application. If necessary, Air Traffic may request
through the Office of Personnel and Technical
Training that the FAA Academy Air Traffic
Branch (AAC-930) provide staff assistance.

(4) Air Traffic in conjunction with the Office
of Personnel and Technical Training shall take ap-
propriate action to establish training programs de-
signed to satisfy identified requirements.

d. Any changes to equipment and/or procedures
shall require training of the personnel who will be
using the equipment/procedures. Such training
shall be completed prior to utilization of any
change to equipment and/or procedures.

201-219. RESERVED
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Section 2. TRAINING SUPPORT

220. NATIONAL SUPPORT

The Manager, System Plans and Programs Divi-
sion (ATR-100), shall obtain support from the
Office of Personnel and Technical Training for the
pertinent features of training as required. These
features specify parts of the planning, conduct,
and administration of Air Traffic training and in-
clude the development, production, and distribu-
tion of training proficiency criteria and written ex-
amination materials.

a. The Office of Personnel and Technical Train-
ing provides support for Air Traffic training
through:

(1) FAA Headquarters,

(2) FAA Management Training School,

(3) FAA Executive School,

(4) FAA Academy, or

(5) Any school or institution working under
contract with the Office of Personnel and Techni-
cal Training.

b. If training support is not available through
the sources listed above, ATR-100 may coordinate
to obtain support through:

(1) An Air Traffic facility,
(2) Regicnal offices,
(3) FAA Headquarters, or

(4) Any school or institution working under
contract with Air Traffic.

221. REGIONAL SUPPORT

Regions shall administer training programs to
meet operational requirements and facilitate
normal career progression of Air Traffic personnel
consistent with the national training program. Air
Traffic division managers are responsible for im-
plementation and evaluation of the Air Traffic
training program in their respective regions.

222. FAA ACADEMY SUPPORT

a. National Program. The FAA Academy Air
* Traffic Branch (AAC-930) supports the administra-
- tion of National Air Traffic Training Programs by
performing the following functions:

(1) Developing course control documents.

(2) Developing and conducting courses of in-
struction to meet operational needs identified by
Air Traffic.

(3) Providing professional advice and assist-
ance to aid field facilities in planning, developing,
and standardizing Air Treffic training programs

{ 2-2

and courses as well as developing objectives and
schedules related to Air Traffic training.

(4) Developing methods for evaluation of per-
sonnel performance and progress in Air Traffic
training programs.

(5) Developing and updating standardized
training procedures and materials for Air Traffic
facility training programs.

(6) Recommending prerequisites for admission
to Air Traffic training courses.

(1) Assisting in the evaluation of ongoing
training programs as required.

b. Field Training Program Support. The Acade-
my Air Traffic Branch (AAC-930) provides the fol-
lowing support, as jointly approved by Air Traffic
and the Office of Personnel and Technical Train-
ing:

(1) Developmental Training.

(a) Developing and distributing IPG’s and in-
structional materials (lesson plans, visual aids,
handouts, etc.) for each option of the National Air
Traffic Training Program.

(b) Developing and distributing written ex-
aminations.

() Developing and distributing training
manuals to support National Air Traffic Training
Programs. These may be in any of three forms, as
follows, and may be distributed in either hardcopy
or CBI format.

(i) Reference Manuals providing informa-
tion designed to broaden concepts of a subject and
make required information taught in formal train-
ing courses easier to understand.

(ii) Correspondence study manuals provid-
ing training or information which can be learned
on a self-study basis.

(iii) Programmed learning manuals pro-
viding more detailed training than correspondence
study on subject matter for which it is impractical
to provide formal classroom instruction.

(2) Proficiency Training.

(a) Developing and distributing self-study
materials which may be in any of three forms de-
scribed in b(1Xc) above or in other forms, such as
refresher units, designed to meet the specific cbjec-
tives.

(b) Developing and distributing instructional
materials in special training projects to satisfy im-
mediate Air Traffic requirements.

(c) Administering special prototype pro-
grams in selected Air Traffic facilities.
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(d) Developing and distributing the apprais-
al instruments used in the field-conducted phases
of the National Air Traffic Training Program.

(8) Review Function. As requested, reviewing
reports and records, onsite visits, reviewing the
training accomplished at Air Traffic facilities, and
providing Air Traffic with appropriate reports de-
scribing the adequacy and effectiveness in meeting
Air Traffic training requirements. These reports
should include recommendations to improve the
training programs.

¢. Control Tower Operator Certification. The
Academy Air Traffic Branch (AAC-930) prepares
the Control Tower Operator (CTO) examination
under the direction of Air Traffic and administers
the certification program in cooperation with the
Aeronautical Center Airman Certification Branch.
(FAA Order 7220.1))

d. Tower Visibility Observation Certification.
The Meteorological Coordinator and Training Con-
sultant (AAC-909) administers the tower visibility

312046

observation certification program for all FAA and
FAA-contract tower employees and maintains ac-
countability for each certificate issued.

e. Radar ATC Qualification Examination. This
examination shall be administered in accordance
with the appropriate IPG. Specialists who do not
attend academy training shall be administered an
academy-prepared examination during initial
radar training.

f. En Route Flight Advisory Service (EFAS) Re-
certification Examination. The Air Traffic Branch
(AAC-930) prepares and administers the EFAS re-
certification examination for flight service special-
ists in the field. (FAA Order 7110.51D.)

g. Radar Remote Weather Display System
(RRWDS) Certification Examination. The Air Traf-
fic Branch (AAC-930) prepares and distributes to
regional Training Program Management Officers a
RRWDS certification examination to be adminis-
tered to flight service specialists in the field.

223-229. RESERVED
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Section 3. TRAINING PROGRAM CONDUCT

230. ADMINISTRATION

Training programs shall be planned so that
available training resources are fully utilized.

231. TRAINING COURSE POLICY

All training courses for national, regional, or fa-
cility use must be developed and administered in
conformance with the guidance contained in FAA
Order 3000.6, Training, as well as specific direc-
tives associated with the various training pro-
grams.

232. INSTRUCTIONAL PROGRAM GUIDES (IPG)

These guides, which govern the predevelopmen-
tal, the Cooperative Education, and the three qual-
ification training programs, assure a standardized
training program. The IPG for each program
transmits National Air Traffic Training require-
ments. They are developed by the Office of Person-

nel and Technical Training and the FAA Acade-
my. These documents establish an orderly course
structure and provide guidance in administering
the respective training programs at the Academy
and in the field facilities. All personnel involved in
the development or administration of Air Traffic
training programs are required to maintain a com-
prehensive working knowledge of these documents.
Additional IPG’s may be developed for current or
new training programs as required.

233. TRAINING EVALUATION

Air Traffic and the Office of Personnel and
Technical Training are responsible for program
guidance, operational effectiveness, and evaluation
of Air Traffic training. Guidelines, procedures, and
standards for evaluation are contained in FAA
Orders 3000.6 and 7010.1

234-292. RESERVED
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Chapter 3. TRAINING RESPONSIBILITIES

Section 1.

300. GENERAL

The development and adsinistration of Air
Traffic training at the facility level is the responsi-
bility of facility personnel as outlined in this sec-
tion. The training curricula shall conform to the
IPG or appropriate national and regional direc-
tives and policy statements. All personnel involved
in Air Traffic training shall maintain a compre-
hensive working knowledge of the procedures and
guidelines outlined in this order, the appropriate
IPG, and the applicable national, regional, and
local training directives.

301. AIR TRAFFIC MANAGER

The Air Traffic manager shall ensure that:

a. A training program is established and con-
ducted in accordance with appropriate directives
and IPG’s.

b. Training is organized, supervised, and admin-
istered. Such training shall be described in a facili-
ty training directive.

¢. Training is conducted only when a training
requirement exists to meet planned agency needs.

d. Where authorized, an assistant manager for
training is selected and assigned.

e. Where not authorized, an individual is desig-
nated (in writing) to serve as the focal point for
training. However, the Air Traffic manager re-
tains responsibility.

f. Employees entering qualification training re-
ceive adequate facility orientation, are thoroughly
briefed on training requirements prior to entering
training, and are aware of their responsibilities as
listed in paragraph 307 of this order.

@. Required OJT progress reports are executed,
reviewed, and acted upon in accordance with FAA
policies described in this order, the appropriate
IPG, and FAA Order 3330.30. This includes
making determinations regarding continuation or
termination of training for individuals.

h. National Air Traffic Training Tracking Re-

ports are submitted as required. (FAA Order
3120.22)

FACILITIES

l. Training and Proficiency Records (FAA Form
3120-1) are maintained in an accurate and timely
manner. (See Appendix 1.)

j. Resource requirements necessary to conduct
the facility training program are submitted to the
regional Air Traffic division manager.

302. TRAINING ADMINISTRATOR

The training administrator shall:

a. Develop and maintain a staff of training spe-
cialists.

(1) Retention of specialists for training posi-
tions shall be contingent upon successful comple-
tion of an instructor course approved by Air Traf-
fic and the Office of Personnel and Technical
Training. Personnel who have served as academy
instructors are excluded from this requirement

(2) When more than one specialist is assigned,
not more than 50 percent of these specialists
should be assigned on a permanent basis. Tempo-
rary assignments to training staff positions should
be of a time period sufficient to permit personnel
to adapt to the instructional situation, actively
participate in the facility training program, and if
warranted, gain career progression experience.

b. Plan, direct, and manage all facility training
programs.

¢. Manage, conduct, and evaluate classroom
training.

d. Arrange for the development of local course
materials, visual aids, and control problems to sup-
plement nationally distributed materials.

e. Arrange for the evaluation of training
progress of all facility personnel.

f. Maintain training records in accordance with
Chapter 13 and Appendix 1 of this order.

g. Maintain close communication with supervi-
sors and OJT instructors regarding qualification
and full performance level controller training.

303. FACILITY TRAINING STAFF

The training staff shall:
a. Organize and conduct classroom training.

3— 1
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b. Prepare and maintain training reference ma-
terials, tests, special briefings, and lesson plans as
required to satisfy facility training requirements.

¢. Provide qualification training materials for
developmental specialists and Air Traffic Assist-
ants upon entry into training.

d. Develop, validate, administer, and evaluate
lab problems as appropriate.

e. Develop and conduct proficiency training as
appropriate.

f. Evaluate training progress of specialists, and
assist in the evaluation of OJT instructors.

304. AREA MANAGER

The area manager shall:

a. Maintain close communication with the train-
ing administrator and subordinate supervisors re-
garding developmental and full performance level
controller training.

b. Review written training progress reports.

¢. Ensure that area supervisors complete the ac-
tions listed in paragraph 305.

305. AREA SUPERVISOR

The area supervisors shall:

a. Direct the training effort of employees under
their supervision. As a minimum, a monthly writ-
ten OJT progress report shall be executed and dis-
cussed with all developmentals under their super-
vision as to their strengths and weaknesses. In-
cluded in this shall be specific training required to
overcome identified weaknesses.

b. Assign and monitor on-the-job training activi-
ties.

¢. Identify, recommend, coordinate, and schedule
proficiency training.

d. Perform position certification, OJT instructor
certification and evaluation, and ensure that spe-
cialists meet all requirements. This shall be ac-
complished through personal observation of the
employee's performance by the first-level supervi-
sor. This also includes making the certification sig-
nature entry in the employee’s Training and Profi-
ciency Record, FAA Form 3120-1, Section III.

e. Counsel subordinates concerning performance
requirements on positions of operation, and certify
their ability to operate those positions independ-
ently.

f. Ensure that the OJT instructor is given time
to prepare the OJT training report and provide
performance feedback to the student. To accom-
plish this, allow the OJT instructor and student at
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least a 15 minute session together on the date the
training occurs.

g. Determine satisfactory/unsatisfactory
progress in OJT training, and take appropriate
action.

h. Ensure that traffic situations during the
sector/position qualification evaluation are repre-
sentative of the workload condition normally en-
countered at the sector/position.

I. Ensure that all qualification training time
logged on the position is included in the total
number of hours recorded on the OJT progress
report.

306. OJT INSTRUCTOR

The primary responsibility of the OJT instructor
is to provide training in a manner that will pre-
pare the specialist to successfully complete the
training program. Emphasis should be placed on
teaching the specialist everything required for po-
sition certification. Evaluations and determina-
tions regarding continuation of training are the re-
sponsibility of management, not the OJT instruc-
tor. OJT instructors shall:

a. Provide position OJT in accordance with the
course content described in the appropriate IPG
and national, regional, and facility training direc-
tives.

b. Be familiar with the training developmentals
receive prior to entering OJT.

¢. Use the appropriate methods (lecture/discus-
sions, demonstration/performance) in providing
OJT.

d. Provide feedback on performance to the devel-
opmental which identifies strengths and prescribes
specific remedies to improve performance.

e. On the date the training occurs, complete sep-
arate training forms for each position worked
during OJT sessions in accordance with instruc-
tions contained in the appropriate 1PG. This in-
cludes discussion of the forms with the develop-
mental.

f. Perform no other duties while conducting
OJT.

g. Provide OJT to only one developmental at a
time.

h. Be certified as prescribed in paragraph 400 of
this order.

I. Maintain close communication with the first-
level supervisor regarding  developmental
progress/problem areas.

J. Ensure that documentation is properly com-
pleted.
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307. DEVELOPMENTAL SPECIALIST

The developmental specialist must exhibit a sin-
cere desire to learn and be receptive to construc-
tive criticism. In addition, developmentals shall:

a. Review training objective.

b. Make efforts to complete training require-
ments as soon as possible.

¢. Engage in OJT on positions of operation only
when under the direct supervision of a qualified
instructor.

d. Review, discuss, and sign OJT trairing re-
ports when completed. (The developmental’s signa-

ture does not necessarily imply agreement with
the report.)

e. Take full advantage of every opportunity for
OJT and self-study periods.

f. Engage in OJT only when formally assigned to
that phase of training.

g. Advise their instructor/supervisor immediate-
ly of any extenuating circumstance(s) which might
impact training progress.

308-399. RESERVED
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Chapter 4. FACILITY TRAINING — GENERAL

Section 1.

400. THE TRAINING REQUIREMENT

a. Air Traffic Control Specialists.

(1) Each air traffic control specialist shall com-
plete the qualification training assigned and be
certified to perform associated operational duties
within the time specifications as outlined in the
IPG. Hours specified in the IPG may be reduced
by the Air Traffic manager by the facility training
directive.

(2) Instruction shall be provided consistent
with the types of air traffic services provided by
the facility.

(3) To the extent possible, traffic situations en-
countered should become progressively more com-
plex.

(4) Development training/qualification re-
quirements for promotion are the duties and re-
sponsibilities contained in the position descriptions
for the next higher grade. (See Appendices 3 and
4)

(5) During the training process, individuals
will have been exposed, through actual or simulat-
ed conditions, to situations which could be encoun-
tered after attaining full performance level status
including heavy traffic conditions. It is not, howev-
er, a requirement that such situations be encoun-
tered during the position qualification evaluation.

(6) Failure of a specialist to pass all training
requirements for position certification may be the

QUALIFICATION TRAINING

basis for separation from the ATCS occupation.
(FAA Order 3330.30.)

b. On-the-Job Training Instructors shall:

(1) Be certified and current on position/sector
on which training is being conducted.

(2) Have accumulated at least 30 working
hours following certification on the position/sector
on which OJT is to be given.

(3) Have completed OJT Techniques for ATCS
(Course 05561). However, previously approved OJT
courses may satisfy this requirement if completed
within 1 year prior to or after the effective date of
this order.

(4) Be certified by a supervisor to perform OJT
based on observation of the specialist’s perform-
ance on the position of operation. Initial certifica-
tion for each position shall be noted in Section IIB
of the employee’s Training and Proficiency Record
(FAA Form 3120-1).

(5) Be evaluated by the first-level supervisor or
training staff member within 30 days of assign-
ment and every 6 months thereafter in perform-
ance of OJT instructor duties. Standards for this
evaluation are listed under paragraph 306, OJT In-
structor. The evaluation shall be documented in
Section VI of the employee’s Training and Profi-
ciency Record (FAA Form 3120-1).

401-419. RESERVED
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420. THE TRAINING REQUIREMENT

Proficiency training is required for operational
personnel to maintain and upgrade the knowledge
andi skills necessary to apply air traffic procedures
im & cafe, orderly, and expeditious manner. Each
fhoility shall establish in writing an annual profi-
ciency training program for all developmentais
qualified on one or more positions, qualified
ATA’s, full performance level controllers, and
first:level supervisors. In addition, proficiency
training shall include all mandatory briefing items
distributed by headquarters/regional offices/facili-

ties: The purpose of this requirement is to ensure

that appropriate proficiency training is available
to: those who need to improve knowledge/skill
levels. The written program shall be available for
review by Air Traffic and other appropriate FAA
personnel.

Note.—It is emphasized that proficiency training needs
willidiffer from facility to facility and therefore, should
Be:tailored to meet identified requirements.

4Z4i. TRAINING DEVELOPMENT

The development of proficiency training shall be
sased on, but not limited to, the following types of
performance measurements:

a. Over-the-shoulder evaluations.

b: Written/CBI tests.

¢: Annual performance rating.

d: Tape monitor evaluations.

@. Observed performance.

422. REFRESHER TRAINING

Each facility shall develop and administer an
annual refresher training program. Supervisors
shall stress that the training described in this
paragraph is for proficiency improvement, not per-
férmance evaluation.

& This program shall include, but is not limited
to, training on the following topics:

(1) Unusual situations, such as weather affect-
ing- flight, aircraft equipment failure, hijacking,
and other types of emergencies.

(2) Seldom used procedures, such as transition-
ing to and applying nonradar separation, and pro-
cedures for special flight handling.

(3) Traffic and safety advisories.

(4) Areas identified as needing reinforcement.

e/1/88

Section 2. PROFICIENCY TRAINING

b. Those facilities with simulation training capa-
bility; i.e., ETG, DYSIM, shall include at least 2
hours.simulator training on the topics identified in
paragraph 422a.

¢. First-level supervisors may use tape record-
ers/voice-activated equipment to:

(1) Review tapes and select samples for the
tape talk program.

(2) Conduct the tape talk program for all per-
sonnel who are certified on positions of operation.

d. Specialists and their first-level supervisors
shall receive training quarterly in lost aircraft ori-
entation.

e¢. Terminal personnel required to maintain
radar proficiency shall receive training every §
months on techniques of transitioning to and ap-
plying nonradar procedures. This training should
be based on facility contingency plans dealing with
loss of radar.

f. All certified tower visibility observers shall re-
ceive, at least annually, refresher training in
tower visibility procedures. Record in FAA Form
3120-1.

g. En route personnel required to maintain
radar proficiency shall receive the following re-
fresher training every 6 months.

(1) Satisfactory demonstration of the steps in
transitioning from RDP/EARTS to the primary
backup system and vice versa.

(2) Review control procedures associated with
operation in the primary backup mode; i.e., letters
of agreement, handoffs, beacon code assignment,
facility directives, and transition checklists.

423. SUPPLEMENTAL TRAINING

Supplemental training is conducted when
changes occur pertaining to new/revised proce-
dures, regulations, or equipment. Operational per-
sonnel shall complete training prior to the utiliza-
tion of such equipment.

424. REMEDIAL TRAINING

Remedial training is conducted to correct specif-
ic operational deficiencies. Emphasis shall be on
the positive aspects of the training. When an em-
ployee is to be given remedial training, notifica-
tion shall be in writing regarding subject areas to
be covered and the reasons therefore. Remedial
training shall be confined to those subject areas.

L e s A B WL AL
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Methods and contents will be tailored to individ- shall determine the method that will bs most ef-
ual requirements and may vary fiom laboratory fective.
problems to personalized instruction. Supervisors
428-409. RECZIBVED
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Chapter 5. FAMILIARIZATION/CURRENCY
REQUIREMENT

Section 1.

500. POLICY

It shall be the responsibility of the employees
identified in paragraph 501 to adhere to the re-
quirements of this section. It is emphasized that
currency does not necessarily imply proficiency.
Proficiency is determined through the various per-
formance evaluation methods.

501. APPLICATION

a. Facility managers, assistant managers, area
managers, and staff specialists, who as a condition
of employment are not required to maintain cur-
rency, shall maintain familiarity with operating
positions to perform their required duties in an ef-
ficient manner.

b. First-level supervisors (including facility man-
agers who also serve as first-level supervisors),
_ traffic management coordinators, ATCS’s, develop-
mental specialists, and air traffic assistants are re-

quired to maintain currency in order to perform
their duties.

502. REQUIREMENTS

a. Familiarization. As a minimum, nonopera-
tional personnel (see paragraph 501a) shall observe

TERMINAL/EN ROUTE/FLIGHT SERVICE STATION

control room operations within their facility for 2
hours each week.

b. Currency. To maintain currency, personnel
shall rotate through all positions on which they
are certified each calendar month. Additionally,
they shall meet the following minimum time re-
quirements on control positions or operational po-
sitions, as appropriate, each calendar month:

(1) Radar cab: 8 hours cab and 8 hours radar.
If certified in only one area of operation (cab or
radar), a total of 16 hours.

(2) All other facilities: 16 hours.

(3) ASR approach (where published): three
each calendar quarter, one of which must be no
gyro. Radar simulation may be used to satisfy
these requirements.

503. DIFFERENTIAL

To qualify for currency differential as outlined
in the Air Traffic Control Re . lalization Act, per-
sonnel shall be certified and maintain currency on
at least two positions excluding clearance delivery
and flight data positions.

504-599. RESERVED




E

9

6/1/88

3120.4G0

Chapter 6. RECERTIFICATION
Section 1. TERMINAL/EN ROUTE/FLIGHT SERVICE STATION

600. GENERAL

Personnel who fail to meet the currency require-
ments prescribed in Chapter 5, Section 1, and
those restricted from working an operational posi-
tion shall be recertified prior to the resumption of
operational duties. (FAA Order 7210.3) Removal
from an operational position, any subsequent
training, and recertification shall be recorded in
the employee’s Training and Proficiency Record
(FAA Form 3120-1) as described in Appendix 1. Re-
certification is required under two circumstances.

a. Nonoperational: This circumstance involves
loss of currency as a result of a nonoperational ab-
gence; i.e., detail, temporary duty assignment, col-
lateral duty, etc. Any training conducted shall be
entered in Section III of FAA Form 3120-1.

b. Operational: This circumstance results from
unsatisfactory performance observed by the super-
visor during routine daily observations or as a part
of the over-the-shoulder process or when it is de-
termined that a controller is found to have con-
tributed to an operational deviation/error. Concise
data relating to the performance review or the de-
viation/error and subsequent recertification shall
be entered in Section VI of FAA Form 3120-1. Any
associated training administered prior to recertifi-
cation shall be entered in Section V as remedial
training. (See FAA Order 7210.3, paragraph 548.)

601. REQUIREMENTS

Prior to recertification, personnel shall be ad-
ministered all required proficiency training in ac-
cordance with Chspter 4, Section 2 of this order.
The percentages described below are of the facili-
ty’s authorized training hours or the maximum
number of training hours described in the IPG
whichever is less. If removal from an operational

position is a result of performance review, remedi-
al training is required.

a. First-level supervisors shall ensure that all
prerequisites have been met prior to performing
the recertification.

b. Recertification may be accomplished by indi-
vidual position or a single action covering multiple
positions at the discretion of the Air Traffic man-
ager.

¢. Personnel who have not worked an operation-
al position for 120 days or less may at the discre-
tion of the Air Traffic manager or the assistant
manager for training be recertified and returned
to operational duties without additional training;
they may receive classroom/laboratory/ OJT not to
exceed 25 percent of the qualification training
hours prescribed prior to recertification evalua-
tion.

d. Personnel who have not worked 2n operation-
al positicn for more than 120 days but less than 1
year shall receive classroom/ laboratory/OJT not
to exceed 50 percent of the qualification training
hours prescribed prior to the recertification eval-
uation.

e. Personnel who have not worked in an oper-
ational position for 1 year or more shall receive
classroom/laboratory/OJT not to exceed 100 per-
cent of the qualification training hours prescribed
prior to recertification evaluation.

f. To be recertified a person must demonstrate,
under direct supervision, the ability to satisfactori-
ly perform relevant operational duties during
normal workload conditions.

g. If recertification is not achieved, the Air Traf-
fic manager shall initiate action in accordance
with FAA Order 3330.30 or other appropriate
agency directives.

602-699. RESERVED
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Chapter 7. APPRAISAL PROGRAM

Section 1. TECHNICAL APPRAISAL PROGRAM (TAP) — EN ROUTE/TERMINAL £

700. GENERAL and terminal facility shall comply with TAP ad- B

The TAP is an appraisal instrument to deter- ministration as described in FAA Order 3230.4.

mine the proﬁcxgr}cy of those w{ho are current on 701-719. RESERVED
one or more positions of operation. Each en route
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Section 2. TECHNICAL PERFORMANCE APPRAISAL PROGRAM (TPAP) — F5S

720. OVER-THE-SHOULDER
EVALUATION

PERFORMANCE

The over-the-shoulder performance evaluation is
a means of determining if the specialist/first-level
supervisor (excluding facility managers) is capable
of performing the required job functions as out-
lined in the National FSS Training Program.

a. The over-the-shoulder performance evaluation
shall be administered at least every 6 months.

b. The performance evaluation shall be adminis-

tered at an operational position under moderate or
greater traffic conditions. The period covered by

the evaluation shall be of such duraticn as to pro-
vide a reliable sample of performance. Oaly his/
her immediate supervisor shall determine whether
a specialist/first-level supervisor successfully com-
pletes the semiannual over-the-shouider proficien-
cy check.

¢. The performance evaluation process is out-
lined in the IPG.

d. Evaluation iterr. having local application
may be developed by the facility.

721-799. RESERVED
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Chapter 8. NATIONAL DEVELOPMENTAL AIR TRAFFIC
TRAINING PROGRAMS

Section 1. EN ROUTE (FAA Order 3120.18)

800-819. RESERVED
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820-829. RESERVYED

Section 2. TERMINAL (FAA Order 3120.18)
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Section 3. FLIGHT SERVICE STATION (FAA Crder 3120.15)

830-892. RESERVED :
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Chapter 9. SPECIAL EMPHASIS PROGRAMS
Section 1. PREDEVELOPMENTAL PROGRAM (FAA Order 3120.17)

900-919. RESERVED
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Section 2. COOPERATIVE EDUCATION PROGRAM (FAA Order 3120.13)
920-899. RESERVED
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Chapter 10. SUPERVISORY/STAFF TRAINING

(FAA Order 3110.14, FAA Course Catalog)
1000-1099. RESERVED

10— 1
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Chapter 11. SELF-DEVELOPMENT TRAINING
(FAA Orders 3110.2 and 3110.15, FAA Course Catalog)

1100-1199. RESERVED

1= 1
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Chapter 12. COMPUTER-BASED INSTRUCTION
(FAA Order 3020.1)

1200-1299. RESERVED
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Chapter 13. TRAINING AND PROFICIENCY RECORDS
AND REPORTS

Section 1. FAA FORM 3120-1, TRAINING AND PROFICIENCY RECORD

1300. POLICY

a. Recording Training. A Training and Proficien-
cy Record, FAA Form 3120-1, shall be prepared for
each air traffic control specialist and will be main-
tained as a permanent part of the employee’s
training file. It shall be used to record the results
and the completion of training requirements for
each qualification course, proficiency training, and
other agency-approved courses. Employment data
as well as air traffic certificates and ratings shall
also be documented in the record. The guidance
contained in Appendix 1 of this order shall be fol-
lowed in making entries on FAA Form 3120-1. The
Training and Proficiency Record is governed by
the provisions of the Privacy Act of 1977.

b. Reportable Training. For reporting purposes,
the terms ‘“‘student/trainee/developmental” apply

to anyone receiving training at the specialist, in-
structor, or supervisory level.

1301. RESPONSIBILITIES

a. The facility manager or designated represent-
ative shall be responsible for initiating and main-
taining the Training and Proficiency Record.

b. Upon completion of centralized training
course, the organization providing the course shall
provide a detailed record of each specialist's per-
formance and achievement to the facility for inclu-
sion in the Training and Proficiency Record.
Note.—At the FAA Academy, the Air Traffic Branch
(AAC-930) shall operate ss a field facility for the pur-
poses of this directive in relationship to the Training

and Proficiency Record management and administra-
tion.

1302-1319. RESERVED
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Section 2. TRAINING REPORTS

1320. TRAINING RECORDS AND REPORTS

A training report shall be completed on the ap-
propriate FAA training form each time a specialist
engages in on-the-job or laboratory training. Re-
ports reflecting certifications shall contain tle
original signature of the certifying official. Specific
instructions regarding completion of training re-
ports are contained in the IPG.

1321. RECORDING TRAINING

a. Entries on training reports shall be sufficient-
ly detailed to support appropriate administrative
actions; i.e., promotions, awards, dismissals, reas-
signments, litigations, etc.

b. All training shall be entered in FAA Form
3120-1 as soon as possible, but in no case later
than 30 days following the month in which train-
ing is completed. Certification signature shall be
that of the certifying official. A signature stamp
may be used by the certifying official.

¢. In completing FAA Form 3120-1 enter only
the required specific data. All information must be
verified by the specialist initialling in the space
provided or signing the approved appendix on
monthly proficiency training indicating that he/
she received the training indicated on the form.
Note.—A Xerox or other reproduction of FAA Form
3120-1.5, Proficiency Training, may be used in lieu of in-
dividual entries in each employee’s FAA Form 3120-1.
When this is used, the employee's signature shall be
original and not a reproduction. The following state-
ment shall be on the form where the employee’s signa-
ture is to be placed. “I certify that I have received the
above proficiency training for

2
’

(month) (year)

(Specialist's Signature) (Supervisor’s Signature)

d. At those terminal facilities without published
surveillance approach procedures, enter the nota-
tion ‘‘Surveillance approaches not conducted in
this facility” following the radar phase entry in
Section III of each individual training record.

1322. DISPOSITION OF RECORDS AND RE-
PORTS

a. Training reports may be disposed of upon
completion of each qualification course. Exception:
Reports reflecting position certification and all

graded examinations required by the IPG shall be
retained for 1 year after the employee is facility
rated.

b. In the event of a termination of employment
due to a training failure, retain all training
records at the facility for a period of 1 year. After
1 year, if uppropriate, handle in accordance with
FAA Order 1350.15. (Procedures for record disposi-
tion may vary from region to region. Therefore,
reference should be made to regional supplements
regarding this process.)

¢. Upon termination of employment, except for
training failures, FAA Form 3120-1 shall be for-
warded to the regional Human Resources Manage-
ment division.

d. The regional Air Traffic division may require
retention of records beyond the periods specified
above due to special circumstances; i.e., litigation,
appeals, etc. In these cases, facilities shall comply
with Air Traffic division guidance.

1323. FORM AVAILABILITY

Extra pages have been added to the revised form
which should cover a specialist’s entire training
history with the FAA. If additional copies of the
record or pages are needed, they may be ordered
from the FAA Depot at the Aeronautical Center.

a. FAA Form 3120-1, Training Proficiency
Record (NSN: 0052-00-077-8002; unit of issue: book).

b. Replacement Pages:

(1) FAA Form 3120-1.3, Qualification Training
(continuation sheet) (NSN: 0052-00-863-7000; unit
of issue: sheet).

(2) FAA Form 3120-1.5, Proficiency Training
(continuation sheet) (NSN: 0052-00-863-8000; unit
of issue: sheet).

(3) FAA Form 3120-1.6, Technical Appraisal
(continuation sheet) (NSN: 0052-00-863-9000; unit
of issue: sheet).

(4) FAA Form 3120-1.7, Management and
other Training (continuation sheet) (NSN: 0052-00-
864-0000; unit of issue: sheet).

(5) FAA Form 3120-1.8, Liaison Familiariza-
tion Travel (continuation sheet) (NSN: 052-00-864-
1000; unit of issue: sheet).
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APPENDIX 1

INSTRUCTIONS FOR CCMPLETING FAA FORM 3120-1, TRAINING AND
- PROFICIENCY RECORD

RESERVED
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APPENDIX 2

EN ROUTE REFRESHER TRAINING

This appendix is currently under review and will be publighed as part of this order when
approved.
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APPENDIX 3
EN ROUTE TRAINING/QUALIFICATION REQUIREMENTS

To be promoted to the grades listed under each grade and all other legal and regulatory require-
facility level, the developmental controller shall ments.
satisfy the requirement shown to the left of each

Facility Level
Level 1 Level I Level III

Predevelopmental Program or Entry Grade Requirements 7 7 7
Perform Assistant Controller Duties 9 9 9
Perform Radar Associated/Nonradar Controller Duties on 2 Sectors! 11 11 11
Perform Radar Controller Duties on 2 Sectors — 12 12
Perform Radar Controller Duties on 4 Sectors - — 13
Perform Radar Controller Duties on all Sectors 12 13 4

|
! Qualification on remaining sectors may be completed after promotion, but before starting Phase XI.

PO 1
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. APPENDIX 4
FLIGHT SERVICE STATION TRAINING/QUALIFICATION REQUIREMENTS

To be promoted to the grades listed under each grade and all other legal and regulatory require-
facility level, the developmental controller shall ments.
satisfy the requirement shown to the left of each

Facility Level
Level 1 Level I1 Level III

Predevelopmental Program or Entry Grade Requirements
Weather Observer®, Teletype®, Broadcast, Flight Data, Preflight
Weather Obeerver®, Teletype®, Broadcast, Flight Data, Inflight
Inflight

| o =
= IR
— o=

* Where applicable.
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